
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE 1. Agenw Addre 
ipplicarion Date 

-8~ation Number P. 0. Box 18055 

State of GA.; Dept. of Defense 
C i v i f  Defense D'vision 
959 E. Confederate Ave. 

Atlanta,  GA 30316 

FOR RECORDS MANAGEMENT USE 
npp,,cation Number 

81- 20Q 
Date Received Date Completed 

M A R  2 O 1981 I I P R  1 1981 

7. R m r d  %is Description Th is  fik contains the following documenu (include form numbers and titles, i f a w l :  
Attach samples of the file. 

D=umnbrelan'ngto: Qualif icat ion of local organization 

lnduded are: 1. Appointment Package: Letter of nomination from local o f f i c i a l s ;  nominee's 
- 

application; F ie ld  Coordinator's report;  Governor's appointment letter; 
let ters from Sta te  Director and Deputy Director. 

2. Any letter of resignation from a local Director. 
3. Local County Resolution and/or City Ordinance. 
4. Approved Program Paper. 
5. DCPA Form 856 - Assurance of Compliance & DCPA Form 860 - Compliance Check1 

4. Dates of Series 
Earliest Latest 

I 

t 

5. Records Serer Ti (followed by tide used in offife; if differentl 

CIVIL DEFENSE CITY/COUNTY ORGANIZATIONAL LEGAL FILE 

7. Plan Ap r Val Packag 
4 

P P  6. Loyalty Oath. 
File i s  arranged: In alphabetic order by each coun y s name i n  t t a t e  of Georgia then each 

folder  chronoloqically by date. - 
8. Monthly Rderenes Rate How often are remrds referred to which are: 

mnthly.  . Seven to twelve months old week1 Y ; Thirteen to twentv-four months old One to six m y t h s  old 

9. Annual Rate of Accurnul tion d Rcmrds 
Letter-size drawers -; Legalsize drawers ;Shelves ; Other IwmWJ 

hR-50-71. Rev. 7 6  IOrrI 



YES 

X 

I I I 

NO 10. Qestionnaire (Place an "X" in the proper mlumn) 
a. Is t h i s  the official copy of the series7 

If not. where is it? 

b Does the series contain confidential information requiring security handling? If yes. site law or regulation. x 
X I  I c Is this a vital record? 
X I  I d. Does this series have historical or long term research value? 

ile make it necessary to keep the entire file for a long period, could these 

11. Retemion Requirements The following requires the  series to be kept: 

a. State Law V- d. Audit period 3 yean. 
b. Statute of limitation years. e. Administrative need L y e a r s .  
c Federal law 3 years. f. Federal retention instructions Yeart. 

.~ . 
Attach copy or excerpt of laws or regulations. Explain administrative need. -~ 

C~ 
~ - * ~ .  

, ._ 
11 
E 

, .  . .  .- . .  . ,.  

- -. 12 A w r s v e d  Disposition Inmum'ons Th is  agency recommends that i h e  file series be cut otf at mt end of each: 
.. - 0 Calendar Year: 0 Ficml rear; 0 Other ~ . then, 

. .  . .  . .  

- Is Hold in the  current files area -this) 3 ' year(s);then u n t i l  a replacement (new) inforrnatioi 
i s  received ; then remove from ac t i ve  
f i l e  and p lace  i n  i n a c t i v e  f i l e ;  c u t  
o f f  i n a c t i v e  f i l e  a t  end o f  each 
calendar year; then 

lji Transfer to local holding area, hold 3 y e a d s ) ;  then 
0 Transfer to State Records Center; hold 

~ e m o ~ .  
0 Transfer to State Archives for permakt retention. 
0 Other (Specify1 

year(4; then 

- 
>'r 

The= instructions apply to all pior and future ammulations of the series. 

Agency HeadlDesignee lSignature) - Date I Records Management Officer lS;gmrurel - I Date 

' Y  S a t e  Records Comminea lSipture1 Date 
Recommendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 
of up1anatiLm.l 

State AuditorDesignee , 
3-30 -8 

' 


